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-|||m| Selection Certificate Procedures

The following procedures must be followed in the order listed:

Selecting Official:
Access Certificate on-line
View and Print applicant documents if needed
Conduct Interviews and Make Selection
Print Certificate and Complete

Fax Completed Certificate and SF-52 for Selectee(s) to
State HRO

State HRO:
Route Completed Certificate for Approval
Once Approved, Notify Selecting Official
Selecting Official

Contacts Selectee with Job Offer and Coordinates Start
DEIIE]

Notifies HRO of Start Date
Completes On-Line Audit of Certificate
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Accessing On-Line Certificate

CRequest Nlmber 3320612y 05 0oV acamcyl D IZya S ONs availableforvievine s Messase il Pl ainale <ty l ] j
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Usastaffing OFFice@oprm . gosw Sent: Thu 1252007 1:26 PM

cheryl. kabler@mibatt . ang.af.mil; Flores, Oscar E MSG MGMI; aAlflen, Stephen P SGM WNGMI; wwhitaker, Curkis COL MGMI (air MG); david.livingston@mibatk, ang. af .mil; jesse.james@miself, ang,af.mil; Ulrey, Jessica 5 CW2 MGMI;
richard.reed@mibatk. ang. af.mil

L=

Subject: Reqguest Mumber 332-06-127030 for Yacancy ID 127030 is available For viewing

Welcome to the USA Staffing Agency Document Wiewer (ADVW)!

This email provides a link to the requested list of eligible job applicants. The USA Staffing document wiewer will allows wou to wiew or print the list of eligible job applicants and
applicants' documents, and to annotate the action taken for each of the certified applicants.

Click on the link belows or copy and paste the URL into the "Address" field of your Web browser to retrieve the list of eligible job applicants.
https USAStaffing DocumentViewer opm . gowl S AStaffinadStaffina/BeferralfCertificate aspx?ChangeContesd=Y & Contexd Type="Yacancy&ContexdID=12 7030 & D=2436255

ECRITERIAID=2482712&CERTIFICATEID=2615903

If wou are unfamiliar with the Agency Document Viewer, please click on this link for detailed instructions. If vou need additional information concerning the list of eligible job
applicants or the Agency Document Wiewer, contact the HR specialist responsible for this job announcement.

Mote: this is an automated email message. Please do not reply directly to this message

S A Staffing System

Step 1
Receive system generated E-mail with link to Agency Document Viewer

lElel s @ - ~| CyUsa Staffing | B1usA Jobs ... | @ Wwindows .. | @2 Intern... v | E2Micros... |2 PEE T 12:13 PM




Accessing On-Line Certificate

R Seramey Pasosw ot SRV Eessa e el (E STl )
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To... john.smith@us . armey . mil
o

Subject: Username/password

This is a follow up to the system generated email wou should have received from USAJOBS regarding position #ob vacancy Mumber, Title, Grade.

Ifwou are a first time user, please use the USERMNAME and Password included in this email to log in. Upon logging in wou will be prompted to change your password.
THESE ARE CASE SENSITIVE, so please ensure yvou type them as they are shown below.

USERMAME:  JLSMITH

FASSWORD: Smith

If wou hawe used this system before, within the last 90 days, you may login using your LISERMAMNE and the Password that wou previously created
Howrewer, if it has been over 90 days since you have logged into the systemn please contact our office so we can reset your Password

Flease contact our office if wvou have any gquestions or problems.

Jessica S Ulrey

W2, AG, MIARMNG

Human Resources Specialist (Recruitment’FPlacement)

DS 623-1592

Commercial. {(517)483-5592
Fax: (517)483-5513

Step 2
Receive follow up message from HRO issuing username and password for ADV

L USA Staffing | B1USA Jobs ... | @ Windows ... &2 Intern.., ~| @2 Micros... ~|F 2B AR 12:18 Pm




Accessing On-Line Certificate

Favorbes

J-r-'_ | Search Favorites 64 - j,i _;‘5

|4 bt fusastaifing -opm.govi TranUSAStaffing/aser Accessilogin. sspx/Returriirie e Traml S afing W2t defisuk, aso
Step 3
Login to Agency Document Viewer

-
“Oifice of Parsonnel M,umgvuwnt

Connect to OPM's USA Staffing System

User Namea: |

Passwaord: [

Login

USA Staffing is an Official U.S. Governmeant System for authorized
use only. Unauthorized use of this system or the information on
this system could result in criminal prosecution.

Signing into USA Staffing indicates you have read and accepted
the Full Terms and Conditions of Use and you consent to security
testing and monitoring.




Accessing On-Line Certificate

[

"USSTEffln'ﬁ’ _T 4 it F._ fﬁ.«"‘f ‘Working for America

¥ | Staifing Reports | Change Password | Help | Logout

The format of the password must meet password security standards. For password
rules, click here.

Password Rules

Old Passward:  |eeees
TSA Staffing passwords must be complex so that they are not easily guessed.

NEW paSSWDrd. |.......... o Tour password must contain a minimm of 8 characters.
o Tour password must include at least 3 of the following 4 attributes:
Confirm Password: [sesssssess  Upper Case (A-2)

s Lower Case (a-z)
Change Password
« MNumbers (0-9)

s Special Characters (B@H&*=*7{}[]==")

s Tour password may not contain spaces.

Step 4
Change password




Accessing On-Line Certificate

Applicants

Referral
Position Title

Cerificate I
126428 Iﬁ;RCRhFl’ MECHAMIC (CREW CHIEF) {A-10)
127030 |ELECTRONIC INTEGRATED SYSTEMS MECHANIC (A-10) (TEST ST.\'—\T]‘.E

Step 5
Open Certificate

Note: Selecting Officials may have more
than one if multiple jobs are posted within
their area

2 @ Internet
* % [Sl4 Microsoft... ~ | £2USA Staffing (& Microsoft Po... | €1USA Staffing ... [ €10 ' B CERE0 20 732 AM




Accessing On-Line Certificate

AUSASEaffine = Micrhosoft Internet Explorer:

r g =

110 Fighter Wing m Reports Change Password Help  Logout

Applicants
332-06-127030 NON TECH

Referral ;i
Grade: 12 Locations: Battle Creek Metro area, MI

Certificate]
Refer Method: Number of Names Number: 15
Issued: 1/25/2007 1:23:37 PM ADVStatus: Sent to Custorner

Due Date: Date Returned:
~ w

Applications on Certificate
CTAPSICTAP |Name Request

Print Certificate Batch Print Documents

Step 6
View individual applicant information by clicking Open
Selecting officials may view questionnaire responses and resumes/applications

S P Internst

O] 4 Microsoft... ~ | E3USA Staffing | = Microsoft Po... E1UsA Staffing ... 3 USA Staffing ... |2 zael A< =Sk

7:31 AM




Printing ALL Applicant Documents

AMSASTaffine = icrosoftinternet Exploner:

| A . T

——
110 Fighter Wing m Reports = Change Password Help  Logout

Applicants .

Mame 332-06-127030 NON TECH
Referral
Refer Method: Mumber of Names Number: 15

Issued: 1/25/2007 1:23:37 PM ADVStatus:  Sentto Custormer

Due Date: Date Returned:
- ~

Applications on Certificate
CTAPSICTAP |Name Request

Print Certificate Batch Print Documents

S| 4 Micrasoft,.. = | L2USA Staffing | @ Microsoft Po...

Grade: 12 Locations: |Battle Creek Metro area, MI|

Step 1

Click “Batch Print Documents”
To print all documents
Submitted by each applicant
(i.e. resume/OF 612/DD214)

€ 1USA Staffing ...




Printing ALL Applicant Documents

1O Fightar 'Wing m Bnporta Changs Fastword Help Logout

Applicants

o 3 Step 2

Certiicala
Eafer Method: Number of Name

e T A report is created, followed by
| system notification of pending
= E-mail

- -aft rernet E | =]
AMcrosoft Internet =X pIOrer

!l You will recetve an emall when your report s ready

[ o< |

o ST, o AFS A G R inG feta T Raferr sl cer st sep D =24 360 Smn Cor tificatelD

= | L2 LISA Stalffing L= Microsoft Po 2]LS8 Stalling




Printing ALL Applicant Documents

IDocument RNt EOIaVacancy 2y O SR CE L ates PI-07-J5U-0003050 - Message (Plain Jiext) ] ] j

! File Edit Wiew Insert Format Tools Actions Help

;&eplﬂ “gReply to Al | _}Forﬂard| j | _.‘;I | v | ___; |_3 x | e v Y- A: | &) |

From: Usastaffingoffice@opn . goy Sent:  Wed 1f31/2007 12:25 PM
To: Ulrey, Jessica S Cw2 NGMI

Ll

Subject: Document Print For Yacancy: 127030, Certificate: PT-07-JS-0003050

frour batch print request for VIN 127030, Certificate PT-07-JSIU-0003050, is ready and can be retrieved from the Stored Reports page. To get to the Stored Reports page after
logging into ADVY or USA Staffing, follow these steps: 1. Click the 'Reports' button on the top menu bar to get to the Reports work area. 2. Click the 'DRS' button on the left menu. 3.
Click 'Batch Print Documents' on the left menu. If there wiere more than 200 pages in your batch print request, there will be one file on the Stored Reports page for each group of 200
pages. On the Stored Reports Page, look for Report Mames starting with 'Print File: 2615903" 4. Cliclk the Report MName to display the file in Adobe Acrobat. (You must have Adobe
Acrobat version 6.0 or higher. Get free downloads of the latest Acrobat reader from htip fadobe com.) You can use the Print function of Adobe Acrobat to send all pages or
selected pages to a printer. To return to the viewing of a certificate or referral list, click the 'Staffing' work area button on the top menu bar, then click 'Referral' on the left menu. kMore
cdetailed instructions are in the Online Help System topics 'Using Agency Document Viewer' (for ADV users) and 'Reports Pages' (for USA Staffing users).

Step 3
Receive system generated e-mail
with notification of stored report

~| 9 Compatibi... | ®]Selection ... [F Microsoft ... | & wWindows ... &2 Intern... v [ PEE TOET 1226 PM




Printing ALL Applicant Documents

} AR T - . T v
ANMISARSTaTan e =ShcrosoftiiRntermmet EXploreT - ] -=]g--=-a§

= |Step 4: Access report

To Access stored report:

*Go back to USA Staffing

*Click on Reports

*Click on Stored Reports

*Click on DRS

Click on Batch Print Documents
Click on Report Name

*Print Documents

= & Internet
| 2@ Ol & 7 2| (34 Microsof... - | K2 USA Staffing i@ Microsoft Po... | €1USA Staffing... [BEll WP EEEO® 2 Y 745 AM




Conduct Job Interviews

ALL Qualified applicants must be
given the opportunity for an interview

Phone Interviews are acceptable if
not available for a personal interview

Do not ask inappropriate/personal
guestions

Only Job Related Questions

01 Feb 07
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Printing Selection Certificate

it Interne

Raports |:n.|.nu.- Pagwword  Melp  Logout

Applicants
M B FIZ2=06=127030 NON TECH

Raferral
srade: 11 Locatoms Battle Cresk Motre aroa, M

Rafer Method: Number of MHames Hurnber: 15
Issued: 1252007 1:23:37 PM ADVELatue: | Sent to Customer

Dosi Daater: Date Foturrmd:

Apphcations on :nr:.l.-. ate | Step 1
Click “Print Certificate”

Print Certificate Batch Print Doocumants

8 o Interrat
| <4 Microsoft LISA Staffing L&l Microsoft Po £ LSA Staffing r:i._] A Staffir _ S AFRD 1




Printing Selection Certificate

ShEtps /i sastaffins - opime Laffine/RepontsiEreviesss:

) .ﬁISaveaCDpy — [ T o R Ll [l [AE2 149%. |~ (#) [T ABS

Michigan National Guard
Non-Traditional Certificate of Eligibles
Control Sheet

Certificate Number: PT-07-JSU-00030S0 Agency Request No: 332-06-127030
Agency: UNITED STATES ATR FORCE Issued On: 01/25/2007

Customer: 110 Fighter Wing Customer Phone:

Vacancy Information

Vacancy [ID: 127030 Series-Position: 2610 - ELECTRONIC INTEGRATED SYSTEMS
MECHANIC (A-10) (TEST STATION)

Professional: No Vacancy Type: Case Exam

Appointment Type: Excepted Service Permanent

Ordering Criteria

Certificate Type: Non-Traditional Vet Points Used: No

Rank Applicant By: Eligibles Only Priority Order Used: None

Tie Breaker Used: Random Number Priority Referral Well Qualified Score: 0
Random Number: 4

Sort Order: Name

¢ Attachments

Selection Criteria St e p 2

Specialty: 001 - Electronic Integrated Systems Mechanic Grade:
Click Print

Location(s):

0197 - Battle Creek Metro area. MI

é Unknown Zone

[S] 4 Micros... « | &3 Compatibi... | ®]Selection ... (=] Microsoft ... & Windows ... | &3 = 2EE TR 1:5oPM




i |

¢ Attachments

Complete Printed Certificate

https://usastaffine Caffine/Re s/Previews.

" S " | - @ < -
@ [Bl ssveacory = @ | i L] ] @ [149% @ D

Agency Request Number: 332-06-127030
Issue Date: 1/25/2007
ELECTRONIC INTEGRATED SYSTEMS MECHANIC (A-10) (TEST STATION), WG-2610-12

Appointment Type: Excepted Service Permanent
Option: 001 - Electronic Integrated Systems Mechanic Grade: 12
Locations: 0197 - Battle Creek Metro area, MI

This certificate must be returned by 02/24/2007.

Any candidate on the list may be selected. Please indicate the action taken for each name by marking "S" for selected or "NS" for not
selected. "D" for declination of interview, or "FR" for failure to reply for an interview.

The candidates' applications (OF-612, Resume. etc.), are attached for your review and consideration. Upon completion of interviews, please
complete and review this form by the date indicated above, and fax to the State HRO, along with a Request for Personnel Action (SF-52) for

selection to: (517) 483-5513. Questions may be directed to: (517) 483-5592/5593

PLEASE PROVIDE A JUSTIFICATION FOR YOUR SELECTION BELOW. OR YOUR SELECTION WILL NOT BE PROCESSED:

Step 1
Complete Justification for
Selection

HRO-EEO Representative Date

I4 4 ) v Ll
é Unknown Zone

[B] 5 Micros... « | &3 Compatibi... | #]Selection ... (=] Microsoft ... & Windows ... | &3 S 2ERE T OR

2:09 P




Complete Printed Certificate

M https://usastalfing.opm.gov,/USASEaffing/Reports, Preview.aspu?ReportMethod =PreviewlReportID = 238D - Microsoft Internet Explorer p
B srveacopy — B Pl seach || & [ seect oy -

Certificate Number: PT-07-DTL-0000350 VacancyID: 126248
Agency Request Number: 326-06-126248 HUMAN RESOURCES SPECIALIST (MILITARY),

Agency
Action Name [ Address

A Non Priority Referral Candidates

2OO-X00-2899
JFHG DCSPER SIDPERS
3411 N MARTIN LUTHER KING JR BLVD
LANSING Ml 48906
(517)483-8332

HOO-200-2702

Step 2: Indicate Action
. Taken for each applicant

DEPT OF MILITARY AND VETERANS AF I i
2500 S WASHINGTON AVE USIﬂg ACtIOﬂ COdeS

LANSING MI 43913
(517)483-5536

XOO-X-0152

18 tnbox - Micro... | BN RE: Selection... | ¥ Microsoft Po... £ 4 Inkernet ... - | B Staffing



Complete Printed Certificate

viewsashxeRepoRtMeLNG,

Bl save acopy [ ( m Search &M IDA Select r[.:g:.] “:"3\ | : | B wr

Certificate Number: PT-07-JSU-00030S0 VacancyID: 127030
Agency Request Number: 332-06-127030 ELECTRONIC INTEGRATED SYSTEMS

Selecting Official Signature:

Print: Name. Organization, and Phone Number

Appointing Official Signature:

Step 3
Selecting Official signs completed
certificate

Print: Name. Organization, and Phone Number

If applicable, Certificate is routed
through Chain of Command to
Appointing Official

¢ Attachments

Sof &
2 Unknown Zane

>0 [Ble Micro... | @ Compatibi... | B]Selection ... =] microsoft ... & Windows ... | -2 = Z2BER T AE 244pPM




ull“” Submitting Certificate and SF-52 to HRO

Once Printed Certificate is completed and
signed by all appropriate levels in Chain of

Command:

Signed Certificate AND SF-52 for Selectee(s)
are faxed to State HRO at:

517-483-5513 / Attention: Staffing

HRO will route certificate for approval to:
EEO
Chief of Staff

01 Feb 07 Selection Certificate Procedures



ull“” Submitting Certificate and SF-52 to HRO

Once Certificate/Selection Is approved.:

HRO notifies Selecting Official to make job
offer to Selectee and coordinate a start date

Upon Selectee accepting the position and
setting a start date Selecting Official:

Notifies HRO of acceptance and start date
Completes On-line Certificate to close out job

01 Feb 07 Selection Certificate Procedures



Completing On-Line Certificate

- Microsoft Internet Explorer

- el ; :

0 Fightas Wing Neports  Chsnge Pasgsoed | Help | Logout

Applicants
Hame FI2-06-127030 HOMN TECH

Grade: 12 Loscations Battle Cresk Matro ares, MI

Rafarral

Rafer Method: Muembar of Namss 15
Issued: 1/25/2007 1:23:37 PM ADVStatus: Sent to Customer
Oue Date Date Heturmed

Applications on Certificste

Step 1.
Click Audit to complete Certificate On-line
&) Done 5 W Interret
-.. "' T_r R TR S | 4 Microsoft = | LrLSA Seaffing Bl Microee S1LSA Staffirg ! PEEED a0 731 AM




Completing On-Line Certificate

110 Fighter Wirg

T - Audit

Refarral

el L Audat Type
Cartihcale Each Apphcant

Step 2
*Select Audit code
Announcement  33Z-08-127030: 12472004 - 1L/2/2007 fOI’ eaCh app“Cant

Audit Code dudit Dabe Job i

A - Selected
Ca - Certificats
CE - Carser Or
s CR - COomrmni
D& - Declireed H
" ID0 = Declined
DE - Declined E
DG - Dechined ¢
DL = Dwclened L
[= Drechred P
DX - Dedirned F
DZ - Dedined ¢
FR Failed To F
- ‘Tlr"r'llr'q o M - Appoiriied
BN = MOt Select]
MS - Not Select St 4
M - Removed . ep

RQ - Removed .
RS - Remaoved Cl k S

TE - Temporar L IC aVe
L - Certficas

PO = Removed

P Rermdved

MNP - Mot S ailal

RE - Removed |

oStep 3
*Check Complete

plicants

5 B st
A0S AHY 301 AM

- TE 1 4 Microsol = | ¥ LISA Staffing L Microsoft Po.. 21 5A Staffing




Points of Contact

CW?2 Jessica Ulrey
Jessica.ulrey@us.army.mil

517-483-5592

MSgt Devon Lavengood
Devon.lavengood@us.army.mil
517-483-5593

01 Feb 07
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